
A RESOLUTION OF THE LODI CITY COUNCIL 
APPROVING THE ESTABLISHMENT OF A NEW CLASSIFICATION OF PERSONNEL 

ANALYST I AND AMENDING THE CURRENT CLASSIFICATION TITLE OF PERSONNEL 
ANALYST TO PERSONNEL ANALYST I1 

BE IT RESOLVED, THAT THE LODI CITY COUNCIL hereby approves the 
establishment o f  a new classification of Personnel Analyst I (Exhibit 
A); and 

RESOLVED, that the current classification title of Personnel 
Analyst is hereby amended to Personnel Analyst I1 (Exhibit A); and 

BE IT FURTHER RESOLVED, that the following salary range is hereby 
approved : 

PERSONNEL ANALYST I 

A B C D E 

$2288.12 $2402.53 $2522.66 $2648.79 $2781.23 

PERSONNEL ANALYST I1 

$2648.79 $2781.23 $2920.29 $3066.31 $3219.63 

Dated: August 15, 1990 

I hereby certify that Resolution No. 90-130 was passed and 
adopted by the Lodi City Council in a regular meeting held August 15, 
1990 by the f o l l o w i n g  vote: 

Ayes : Council Members - Hinchman, Olson, Pinkerton, Reid and 
Snider (Mayor) 

Noes : Council Members - None 

Absent: Council Members - None 

Alice M. Reimche 
City Clerk 

90-130 



Augus t  15 ,  1990 

3ERSONNEL L V U Y S T  T /'I I 

f DEFINITION: 
I. 

Under  t h e  g e n e r a l  d i r e c t i o n  of Lhe P e r s o n n e l  Directsr ,  t o  p e r f o r m  
p r o f e s s i o n a l  p e r s o n n e l  work i n  .a v a r i e r - {  o f  areas i7.c Luding r e c r u i t m e n t  a n d  
s e l e c t i o n ,  labor r e l a t i o n s ,  c l a s s i f i c a t i o n ,  sa1.ar-l .?nd senefit 
a d m i n i s t r a t i o n ,  t r a i n i n g ,  a f f i r r r . a t i y i e  a c t i o n ,  e m p l o y e e  e s s i s c a n c e ,  i. .iorkers' 
c o m p e n s a t i o n ;  a n d  t o  p e r f o r m  o t h e r  r e i a t e d  work  as L-equi red .  

DISTINGUISHING CHARACTERISTICS: 

P e r s o n n e l  A n a l y s t  I :  T h i s  is a n  en t ry{  Lsvel c iass  -:i t.:-,e p r o f e s s i o n a i  
p e r s o n n e l  series.  Under  ::ioss S u p e r T i i s i o n ,  IncuirDenrs  ; e r f s rx  the more 
r o c t i n e  r e c r u i t m e n t ,  s e i e c c i o n  a n d  c l a s s i f i c a t i o n  cutit ' :;  w ~ , i l e  ! e a r n i n g  
p o l i c i e s  a n d  L e g a l  procedures a n d  s p e c i f i c  c e c h n i q u s s  ..;?.d Tet r iodoLoqy .  

. ,  P e r s o n n e l  A n a l y s t  11: T h i s  is a j o u r n e y - i e v e L  c lass  :ntl ;;erfomts w ~ c e  
v a r i e t y  o f  p r o f e s s i o n a l  p e r s o n n e i  i I O r K .  I n c w e n t s  a: -.I-.;s ciass a r e  
<z:.pected t o  c a r r y  o u t  t h e i r  a s s i g n m e n K s  w i t h o u t  >d.et.3il?d . r . s t r x c t  iL;:is (:r 
g u i d a n c e .  I n c u m b e n t s  are e x p e c t e d  ta b e  i n d e p e n d e n t - y  rr2sco:is ibie :s r  
p a r 7 i c u l a r  d u t i e s  f o r  ~ n i c h  g u i d e l i n e s  h a v e  been e s t m 1 , s n c d .  . .  

Receives d i r e c t i o n  f ron!  t h e  F e r s o n n e l  3 i r e c t o r .  
May exercise i n d i r e c t  s u p e r v i s i o n  o v e r  a s s i c j n e d  c l e r i c - . ,  : : - r s~~: r , .> i .  c Z;WLTPLES OF DUTIES: 

3 u T i e s  may i n c l u d e ,  b u t  are  n o t  lirnitea t o ,  t h e  fo1;owir.g: 

P l a n s  a n d  c o o r d i n a t e s  r e c r u i t n e n t s ;  d e v e l o p  job a n n o u n c e m e n t s  a n d  
s u p p l e m e n t a l  q u e s t i o n n a i r e s ,  a d v e r t i s e s  jobs t h r o u g h  v a r i o u s  nedia. 

D e v e l o p s  a n d  a d m i n i s t e r s  j o b - r e l a t e d  s e l e c t i o n  procedures, i r , c l u d i n g ,  b u t  
n o t  l i m i t e d  t o ,  a p p l i c a t i o n  reviews, w r i t t e n  a n d  p e r f o r m a n c e  exarns, and 
i n t e r v i e w s  a n d  a s s e s s m e n t  t e c h n i q u e s ;  e s t a b l i s h e s  e l i g i b i l i t y  l i s t s .  

I n t e r v i e w s  c a n d i d a t e s  a n d  c h a i r s  q u a l i f i c a t i o n s  a p p r a i s a l  p a n e l s .  
P r o v i d e s  i n f o r m a t i o n  a n d  i n t e r p r e t a t i o n  r e g a r d i n g  C i t y  p e r s o n n e l  r u l e s ,  

P e r f o r m s  job a u d i t s  a n d  a n a l y s e s  of i n d i v i d u a l  p o s i t i o n s ,  classes a n d  series 

Writes c l a s s i f i c a t i o n  s p e c i f i c a t i o n s ,  e x a m i n a t i o n  d o c u m e n t a t i o n ,  a n d  other 

r e g u l a t i o n s  a n d  p r o c e d u r e s .  

o f  classes.  

reports as a s s i q n e d .  
C o n d u c t s  s a l a r y  and f r i n g e  benefit surveys. 
3 e s p o n d s  to  i n q u i r i e s  ( w r i t t e n  a n d  v e r b a l )  r e g a r d i n g  s a l a r y ,  D e n e f i t s ,  a n d  

i : r o v i d e s  s t a f f  a s s i s t a n c e  r e l a t i n g  t o  labor r e l a t i o n s .  
Assists i n  d e v e l o p i n g  and p r s v i d i n g  i n - h o u s e  t r a i n i n g  a n d  c o o r d i n a t i n q  

;qorks w i t h  d e p a r t m e n t s  o n  p e r s o n n e l  p r o b l e m s ,  s t a f f i n g  i i e e d s ,  a n d  

: r e p a r e s  c o r r e s p o n d e n c e  . 
I n p u t s  a n d  r e t r i e v e s  d a t a  from c o m p u t e r  s y s t e m .  
:,s:; ~ s t s  :n t h e  i m p l e m e n t a t  i o n  and v o n i t o r i n g  of  equal employment  

?er:om.s o t h e r  r e l a t e d  d u t i e s  ds a s s i g n e d .  

c l a s s i f i c a t i o n  i s s u e s .  

t r a i n i n g  p r o g r a m s .  

L n t e r p r e t a t i o n  o t  p e r s o n n e l  p o i i c i s s  a n d  p r o c e d u r e s .  

- 

, ; p p o r t u n i t y  c o m p l i a n c e  a n d  r i t f  irmative ; i c t i o n  poiicy a n d  p r o g r a m s .  
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N I N I M U M  QUALIFICATIONS: 

Knowledge o f :  

P r i n c i p l e s  and  t e c h n i q u e s  of r e c r u i t i e n t  and s e l e c t i o n  of p e r s o n n e l  
i n c l u d i n g  job a n a l y s i s ,  tes t  deve lopmen t ,  a n d  v a l i d a t i o n  methodology.  
A p p l i c a b l e  F e d e r a l  and S t a t e  laws and r e g u l a t i o n s .  
P r i n c i p l e s  o f  labor r e l a t i o n s .  
Yethods u s e d  i n  t h e  development  and  a d m i n i s t r a t i o n  of p o s i t i o n  
c l a s s i f i c a t i o n  a n d  compensa t ion  p l a n s .  
Cundamentai  p r i n c i p l e s  and p r a c L i c e s  o f  p u b l i c  p e r s o n n e i  a d m i n i s t r a t i o n .  
C u r r e n t  t r e n d s  i n  p e r s o n n e l  administration. 
:.lethods of b a s i c  s L a t i s t i c a 1  a n a i y s i s .  
P r i n c i p l e s  o f  equal empioyment opwor run icy  and  affirmative a c t i o n  p r a c t i c e s .  

hi 1 i t y  t o  : 

Analyze ,  c o l l e c t ,  and i n t e r p r e t  t e c h n i c a l  d a t a ,  e v a i u a t i r g  a l t e r n a t i v e s  a n d  
making i n d e p e n d e n t  judgments  w i t h i n  e s t a b l i s h e d  g u i d e l i n e s .  
Pe r fo rm j o b  a u d i t s  and wr i t e  clear and e f f e c t i v e  reports. 
I n t e r p r e t  and  a p p l y  l a w s ,  r u l e s  and  r e g u l a t i o n s .  
E s t a b l i s h  and  m a i n t a i n  e f f e c t i v e  working r e l a t i o n s h i p s  wi th  d e p a r t n e n t  
o f f i c i a l s ,  employees ,  and  t h e  p u b l i c .  

( EDUCATION AND EXPERIENCE: 

Any c o m b i n a t i o n  e q u i v a l e n t  t o  e x p e r i e n c e  a n d  e d u c a t i o n  t h a t  would Like1 -Y 
p r o v i d e  t h e  r e q u i r e d  knowledge and  ab i l i t i es  would be q u a i i f y i n g .  A typicai 
c o m b i n a t i o n  i s  : 

P e r s o n n e l  A n a l y s t  I: A B a c h e l o r ' s  d e g r e e  f rom a n  a c c r e d i t e d  c o l l e g e  or  
c n i v e r s i t y  w i t h  major c o u r s e  work i n  p u b l i c  a d m i n i s t r a t i o n ,  i n d u s t r i a l  
r e l a t i o n s ,  or a c l o s e l y  r e l a t e d  f i e l d .  P r o f e s s i o n a l  p e r s o n n e l  e x p e r i e n c e  
which would have  p r o v i d e d  t h e  knowledge and  s k i l l s  o u t l i n e d  above  may b e  
s u b s t i t u t e d  f o r  t h e  college e d u c a t i o n  on a y e a r  f o r  y e a r  basis  t o  a m a x i m u m  
o f  t w o  y e a r s .  

P e r s o n n e l  A n a l y s t  11: I n  a d d i t i o n  t o  t h e  a b o v e ,  two y e a r s  of e x p e r i e n c e  
p e r f o r m i n g  p r o f e s s i o n a l  l e v e l  p e r s o n n e l  work. 
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